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1.1 	Purpose of this document
This document is provided for use by Local Authorities (LAs), and providers of Alternative Provision (AP), so that relevant staff:

	understand the rationale behind and purpose of the AP Census (Section 1)
	are able to populate their systems with the required data (Section 2)
	are able to keep their data up to date during the year
	are able to complete the AP Census return during 2010 (Section 4)

It is envisaged that this document will be used as a handbook for data collected and stored both by providers and by LAs throughout the year, rather than just as guidance on Census Days.

This document is published on TeacherNet and LAs may choose to use it directly with their providers or amend it to suit their local needs as appropriate.  Software suppliers and developers of in-house systems may also find it a useful reference document.
1.2 	Who is in the scope of the Alternative Provision Census?
The 2010 AP Census is a mandatory data collection that helps ensure that all pupils who are funded by a LA can be recorded for Dedicated School Grant (DSG) funding purposes – but to avoid double counting.  

The overriding criterion for inclusion in the AP Census is that it is for pupils for whom an English LA has a financial responsibility and if not included on the AP Census would not be picked up by other collections for DSG funding purposes. Consequently, the AP Census does not cover any pupil who, on census day, is registered at an establishment for which one of the following is completed:

	Pupil Referral Units Census
	School Level Annual School Census (SLASC)  for maintained General Hospital schools 
	The Early Years Census 
However, some pupils may legitimately appear on the AP Census and also on the Schools Census (for maintained nursery, primary, secondary and special schools, including hospital special schools). For example, some pupils’ main source of education could be in AP but they could also be registered at a maintained school that has not arranged the AP. In this case, the LA is taking responsibility for the pupil’s education and to reflect this, the pupil will be recorded on the AP Census. The pupil is however registered at the school so in order to avoid double funding such pupils should also be recorded at the maintained school as having a registration status of ‘S’- dual subsidiary. The pupil will be funded through DSG by way of being recorded on the AP Census not the School Census.
Importantly, those pupils registered at a maintained school where the school is responsible for the pupil’s education and as part of this has arranged some alternative provision, for example home tuition or attending a FE College, should not be included in the AP return.  They should only be recorded on the School Census, with a resignation status of ‘C’ – Current. The pupil will be funded through DSG by way of being recorded by the school – not through the AP Census.








Independent Schools includes schools in England and Wales for whom the LA is paying full or part tuition fees.  This will include pupils attending independent schools within an authority and pupils attending independent schools in another authority’s area for whom the full cost of tuition is paid for by the Authority wholly or in conjunction with the Health Authority.  Do not include ‘imported pupils’ i.e. those pupils attending an independent school in an authority’s area for whom another authority is paying tuition fees.  

Academies - In accordance with the recoupment model for Academies and to ensure authorities receive DSG guaranteed unit of funding, all pupils with individually assigned SEN resources in academies not going through recoupment (i.e. those that generally opened up to and including September 2007) should be included, regardless of whether there was a maintained predecessor school, or an Independent predecessor school or they are newly opened.  However if your authority is part of recoupment, pupil numbers will have already being included as part of School Census and the LA has recouped from it the cost of the budget share excluding any IAR for SEN, therefore to avoid double counting pupils with individual assigned SEN resources in academies going through recoupment should not be included.

Pupils in SEN units should NOT be included unless the unit concerned is funded by the authority itself; SEN units are usually funded by DCSF - since the funding is place-led and can be replicated - unless there is a specific agreement that the authority will fund the unit.

Non-maintained Special Schools includes those pupils attending non-maintained special schools in your area or another authority’s area for whom your authority is paying full or part tuition fees: this will include those pupils for whom the full cost of tuition is paid for by the authority wholly or in conjunction with the Health Authority.  Pupils attending an establishment in your area for whom another authority is paying the fees should be excluded from the return.    

Not a School covers pupils being educated otherwise than at school.  This includes groups such as those educated in community homes or units (include pupils in independent residential homes – located either inside or outside your local authority – where education is provided on site and for whom the authority is wholly responsible for their educational provision) and where the pupil is not registered as attending a maintained school.  Pupils taught at home only includes those pupils who are receiving LA funding (i.e. this excludes those educated at home by parental choice), arrangements made for the education of pupils in travellers’ families, other than those traveller pupils who are on the roll of a school on Census Day.  Also included are pupils of compulsory school age, not registered at a school, who are being educated at FE Colleges and for whom the LA are financially responsible, and asylum seekers of compulsory school age attending FE colleges or with voluntary sector providers.

Appendix 3 gives guidance on different groups of children and whether they should, or should not, be counted as “Alternative Provision”.
1.3 	Rationale behind the Alternative Provision Census
The following factors are the business drivers behind the Alternative Provision Census:

	The Department currently collects individual level data on pupils in mainstream schools, through use of the School Census.  Having this information, has enabled more accurate distribution of funding to schools and authorities, as well as better formulation and evaluation of policy.  
	For pupils in the AP sector (pupils Educated Otherwise Than At School, formerly known as EOTAS), only aggregate data is collected.  
	With the introduction of the DSG, there is a need to demonstrate proper accountability for the expenditure in this area.  Individual level data will give better-quality data, thereby increasing confidence that expenditure is being targeted properly, as well as improving the evidence base for formulation and delivery of other policies.
	Discussions have been held with policy colleagues in the Department to determine the data items that ought to be collected.  The intention is to ensure that only those items that are essential, and likely to be held by most settings or Authorities, should be included.  

	The data collected and transmitted are as defined in the Common Basic Data Set (CBDS).  The latest version of the CBDS can be found at the following location:
http://www.teachernet.gov.uk/management/ims/datamanagement/cbds/CBDSspecs/ (​http:​/​​/​www.teachernet.gov.uk​/​management​/​ims​/​datamanagement​/​cbds​/​CBDSspecs​/​​)
The latest version mainly conforms to data standards such as e-gif and the intention is that future versions will become fully e-gif compliant.
1.4 	Structure of the AP Census; and changes from 2009
The 2010 Alternative Provision Census will mainly consist of Pupil level data, the individual data items are listed in Section 3.





















The nature of AP means that pupils can be offered a “package” that includes provision from more than one provider.  The co-ordination of these pupil records by the LA prior to submission of the return will greatly diminish the double counting of such pupils.

LAs are asked to make every effort to avoid duplicate records being submitted.  Where duplicate records are discovered during or after the process to allocate funding, discussions will need to take place between the providers concerned and the LAs involved in order to clarify where the funding for the particular pupil is to be allocated.


2. 	PREPARATION: INITIAL POPULATION OF DATA
2.1 	Introduction
Section 3 provides information of all data items that are required for the Census.

Most of the data items collected in the AP Census are those which the LA and the provider would be expected to hold for their own purposes.  The majority of items should therefore be kept up to date as part of normal business processes.
2.2 	Data to be collected in the Alternative Provision Census
The AP Census collects individual items of data about pupils who attend AP education.

The data items are fully described in the Business Specification and its associated tables.  Additionally, code sets for individual data items are given in Appendix 1.  

LAs are encouraged to study these data items well before the full census to ensure data will be available in the correct format.  

2.2.1	Pupils not attached to any school

There are children who are unattached (either temporarily or permanently) to any maintained school in its area, but for whom the LA has responsibility.  These include: 

	Children receiving AP
	permanently excluded pupils not yet assigned to a new school
	home educated pupils, e.g. those requiring SEN support or undertaking FE courses
	SEN pupils attending a non-maintained school

In many cases pupils will have already been allocated a UPN​[1]​ (especially if moving to the AP sector from a maintained school).  If exceptionally a pupil has not previously been in a maintained school or other establishment and hence does not have a UPN, a UPN should be allocated using the national formula with a “dummy” school number in the range 3950-3999.

It may be appropriate to use different dummy school numbers for each type of pre-school or unattached pupil, but the precise choice of numbers can be at the LA's discretion, provided all numbers are in the 3950-3999 range.  It is essential however that the authority has a single point of control for the allocation of UPNs to all types of pre-school or unattached pupil to ensure that no two pupils are allocated the same UPN.  Further details about UPNs and their allocation can be found at the following address on the Department’s Teachernet site:
 http://www.teachernet.gov.uk/management/ims/datamanagement/UPN/ (​http:​/​​/​www.teachernet.gov.uk​/​management​/​ims​/​datamanagement​/​UPN​/​" \o "http:​/​​/​www.teachernet.gov.uk​/​management​/​ims​/​datamanagement​/​UPN​/​​)

2.3 	Data Protection & Security
Data kept on pupils (in any medium, including within a MIS) are personal data. The data must be managed in accordance with the requirements of the Data Protection Act 1998. All staff who have access to personal data should be aware of their responsibilities under the Act.

As part of their work on reducing burdens on schools and LAs, the DCSF has devised a “slimmed down” version of the Privacy Notice (previously called a Fair Processing Notice) and this is available on the TeacherNet website.





3.	DATA ITEMS REQUIRED 
This section lists in detail the data required for the Alternative Provision Census:

Unique Pupil Number (UPN)	A Unique Pupil Number (UPN) is allocated to each pupil in an English state school.  It is an identifier for use in the educational context during a pupil's school career only and subject to Data Protection restrictions.
Pupil/Child Surname	Full legal surname, as the LA believes it to be (LAs are not necessarily expected to have verified this from a birth certificate or other legal document).
Pupil/Child Forename	In full, not shortened or familiar versions.
Pupil/Child Middle Name(s)	In full, not shortened or familiar versions.  If pupil has no middle name(s) then this field must be left blank.
Date of Birth	Date of birth of pupil in the format CCYY-MM-DD.
Gender	Gender of pupil (see Appendix 1)
Pupil/Child Preferred Surname	The surname (as written) most commonly used in the LA.
Pupil/Child Ethnic Code	Pupil's ethnic code.  See code sets in Appendix 1.
Pupil/Child Free School Meal Eligibility	Whether the pupil is confirmed as eligible for Free School Meals - True or False.Pupils should be recorded as eligible (‘true’) ONLY if a claim for free school meals has been made by them or on their behalf by parents and either the relevant LA has confirmed their eligibility and a free school meal is currently being provided for them, or the school or the LA have seen the necessary documentation (eg, a TC602 Tax Credit Award Notice) that supports their eligibility, and the administration of the free meal is to follow as a matter of process.Conversely, if pupils are in receipt of a free meal but there is confirmation that they are no longer eligible and entitlement will be revoked, ‘false’ should be applied.Children whose parents are in receipt of the following are entitled to receive free school meals:Income Support (IS)Income Based Job Seekers Allowance (IBJSA)support under part VI of the Immigration and Asylum Act 1999Child Tax Credit provided they are not entitled to Working Tax Credit and have an annual income from 6 April 2009 (as assessed by HM Revenue & Customs) which does not exceed £16,040 Guarantee element of State Pension Credit.Children who receive IS or IBJSA in their own right are also entitled to receive free school meals.It should be noted that it will not be necessary for individual schools/LAs to calculate a family‘s annual taxable income.  HM Revenue & Customs will perform this income calculation and it is this figure that should be used to determine free school meal entitlement.Each time a tax credit award is calculated, HM Revenue & Customs will automatically issue a Tax Credit Award Notice (TC602) to the applicant.  The award notice will set out the annual income and key family details. This notice includes details of all the information that is required to assess a child’s free school meal eligibility (under the ‘tax credit’ category) therefore we strongly suggest that this document is used to make that assessment. Similarly, we strongly suggest that the Pension Credit Award Notice, issued automatically by The Pension Service to all those in receipt of Pension Credits, is used to assess a child’s free school meal eligibility under the ‘Guarantee State Pension Credit’ category.
Type of Alternative Provision	Type of Alternative Provision, for example Independent School, Hospital etc (see Appendix 1).
SEN Provision	Provision types under the SEN Code of Practice (see Appendix 1).
Sub-dwelling	Flat, apartment name or number or other sub-division of a dwelling.
Dwelling	Dwelling name and/or number.
Street	Street name or street description that has been allocated to a street by the street naming authority.
Locality	The locality name refers to a neighbourhood, suburb, district, village, estate, settlement, or parish that may form part of a town, or stand in its own right within the context of an administrative area.  Where an industrial estate contains streets it is defined as a locality in its in own right.
Town	The town name refers to a city or town that is not an administrative area, a suburb of an administrative area that does not form part of another town or a London district.
Administrative Area	The administrative area is a geographic area that may be the highest level local administrative area, which may be a county or a unitary authority, an island or island group or London.
Post Town	Post Office usually assigns these based on Sorting Office.
Postcode	The code allocated by the Post Office to identify a group of postal delivery points.
Address Line 1	First Line of Address. 
Address Line 2	Second Line of Address.
Address Line 3	Third Line of Address.
Address Line 4	Fourth Line of Address.
Address Line 5	Fifth Line of Address.

NB. Regarding addresses in Section 3 above, only one format is required.  Care should be taken not to mix the two formats.  A valid BS7666 address will contain a minimum of the Dwelling, Street and Post Code.  For a line address, the minimum of Post Code and one address line must be provided.  However, up to a maximum of five lines are available for the address, if required.
4.	GUIDANCE: COMPLETING THE ALTERNATIVE PROVISION CENSUS

This section provides guidance on creating a Census return.  It covers Census dates and the steps that will need to be taken on or around each Census day.
4.1 	Census Dates
Every LA in England is expected to complete an individual Pupil Level Census Return, the Census will take place on Thursday 21st January 2010.

The deadline for the 2010 Census return to reach the DCSF is Friday 12th March 2010.  LAs will want to liaise closely in the weeks running up to the census date to ensure that all appropriate pupils are included and that accurate data is supplied from all providers by the deadline.
4.2 	Steps in Census Generation 
	LA contact liaises with all Alternative Providers to ensure LA records of pupils are complete and accurate.  

	Any discrepancies will be resolved between the LA and Provider

	LA produces the Census return according to the Business Specification

	LA uploads the return to COLLECT (see glossary at Appendix 3)

	Further validation takes place in COLLECT and errors resolved before finally submitting the return to DCSF via COLLECT no later than Friday 12th March 2010.
4.3 	Providing the data
LAs and providers should ensure that all the data items described in Section 3 are readily available and accurately recorded via electronic means, e.g. bespoke MIS, spreadsheet, Access database.  Providers and LAs should agree a process for this to take place.  LAs should make sure that their data reflects the pupils receiving AP on Census Day.
4.4 	LA Inputting and Validation




Errors and inconsistencies in the data should be resolved between the LA and the Provider before the full return for the LA is created.  LAs should advise their providers of the means by which this process will be undertaken.
4.6 	Generating the AP Census (LAs)
These completion notes should be read in conjunction with the Business Specification.

For the AP individual level data collection you will need to export your data from the spreadsheet or database you are using and load it into the DCSF COLLECT system.
DCSF has issued a data specification that outlines the requirement for an AP file.  The file must contain data as outlined in the specification in respect of content, structure, and format. 
The Department can only accept data that conforms to the XML structure as per the specification.  If the data is organised in any other way then it will not load and will not be validated.  In these circumstances the data will need to be reformatted in such a way as to bring it in line with the specification.

The file should ideally be an XML file.  However, if you have generated a CSV file (again, that complies with the structure in the specification) then this may be rendered loadable if you pass it through a conversion tool that the DCSF has made available.  This tool will output a correctly formatted XML file that you may then upload into COLLECT.
4.7	Sending the AP Census to the DCSF
You will submit the required data to the Department via the COLLECT website via the following steps: 

1.	Log onto the secure website from 21st January 2010.  
1.	Upload the file.

Successfully loaded data is subjected to validation.  
After validation is complete you will be able to view your data return, observe the validation outcomes and decide if there is any further action on your part in response to the validations.  For example, you may need to query something and return to COLLECT to make a change to the data.  You may wish to run a report from COLLECT.  You may wish to export the validated data set from COLLECT so you can use it in another system.  Ultimately you will need to “submit” the data so that the Department can consider it to be finalised.  

The above is a brief outline of the process.  However, prior to the data collection you will be able to access detailed COLLECT guidance documentation.
5.	FURTHER INFORMATION

For further advice on the completion of any part of the Census return there is a DCSF Helpline which you will be able to contact for further advice.  DCSF Data Collection Service Desk: telephone 01325 392626, or email dsg.helpdesk@dcsf.gsi.gov.uk (​mailto:dsg.helpdesk@dcsf.gsi.gov.uk" \o "mailto:dsg.helpdesk@dcsf.gsi.gov.uk​).








The codes collected from schools will be those specified for use by the LA - either DCSF Extended Codes (which can be viewed via the following web link: http://www.teachernet.gov.uk/docbank/index.cfm?id=6845 (​http:​/​​/​www.teachernet.gov.uk​/​docbank​/​index.cfm?id=6845​)), or DCSF Main Codes (shown below):
WBRI	White, British
WIRI	White, Irish
WIRT	Traveller of Irish Heritage
WROM	Gypsy/Roma
WOTH	White, any other White Background
MWBC	Mixed, White and Black Caribbean
MWBA	Mixed, White and Black African
MWAS	Mixed White and Asian
MOTH	Mixed, any other mixed background
AIND	Asian or Asian British, Indian 
APKN	Asian or Asian British, Pakistani
ABAN	Asian or Asian British, Bangladeshi
AOTH	Asian or Asian British, Any other Asian Background
BCRB	Black or Black British, Caribbean
BAFR	Black or Black British, African
BOTH	Black or Black British, Any other Black background
CHNE	Chinese
OOTH	Any other ethnic background




N	No Special Educational Need
A	School Action or Early Years Action















APPENDIX 2 – GLOSSARY
CBDS	Common Basic Data Set.  A set of data definitions that the DCSF, partners, LAs, and software suppliers use for consistency of data storage and ease of transfer.  There are CBDS Levels for Pupil, School, LA and School Workforce.  Each CBDS Level contains a number of modules, for example for Staff Details, for Contracts or Qualifications.  Latest CBDS definitions can be found on TeacherNet.
COLLECT	COLLECT is a web based data collection tool which has replaced the DAZ system, which will be familiar to those who participated in PLASC.  It has been developed and made available by the DCSF and facilitates the data collection process.  It enables the transfer of census data between schools, LAs and the Department.  It supports the management of the collection process, with various reports that monitor the quality and completeness of the return.  Validation checking and error reporting is also built into COLLECT.
CSV	A Comma Separated Value (CSV) format data file is a text file consisting of a number of text records.  Text values are separated by a comma and can optionally be enclosed in double quotes.  It is more fully described in the context of the Alternative Provision Census in the Business Specification.
Data Sharing Protocol	In February 2004 the DCSF and its partner organisations signed the Data Sharing protocol, which committed them to four principles.  These are that:Data should be collected once and used many timesCollection and sharing of data should be fully automatedThe value of any data collected should demonstrably outweigh the costsPersonal data on individuals should be properly protectedThe full text of the protocol can be found on TeacherNet
Dedicated Schools Grant (DSG)	The DSG is the mechanism by which all funding for education services is distributed to Local Authorities. 
Privacy Notice (PN)	Data controllers (those who collect and hold data) have to provide “data subjects” (individuals who are the subject of personal data) with details of who they are, the purposes for which they process the personal data, and any other information that is necessary to make the processing of the personal data fair, including any third parties to whom the data may be passed on.  This is referred to as a “privacy notice”.
Fuzzy Matching	Fuzzy matching attempts to match records by being less strict than Exact matching.  It is used where exact matching is not possible, e.g. where records do not contain a unique identifier.  Fuzzy matching in the context of the Alternative Provision Census will only be used where a UPN is not present.  It will attempt to match pupil records on forename, surname, Date of Birth and Postcode. 
MIS	Management Information System(s) – propriety software system(s) used by schools to collect, validate, store, and analyse a range of pupil, school, and workforce data.
NRwS	Since early 2004, the DCSF, OFSTED and other partners have been developing a new relationship with schools (NRwS).  The aim of this initiative is to help raise school standards – with clearer priorities, less clutter, intelligent accountability, a bigger role for school leaders in a system-wide reform, and better information for parents.
School Census	A termly data collection exercise undertaken by LAs for the DCSF (previously collected annually when known as PLASC).  A range of individual pupil data is collected to help inform local and national funding and policy.  
SEN 	Special Educational Needs - the list of acceptable codes is in Appendix 1.  Assessment of a pupil as having SEN should only be carried out by a qualified teacher.  More information is available at:-www.teachernet.gov.uk/wholeschool/sen/teacherlearningassistant/ (​http:​/​​/​www.teachernet.gov.uk​/​wholeschool​/​sen​/​teacherlearningassistant​/​" \o "http:​/​​/​www.teachernet.gov.uk​/​wholeschool​/​sen​/​teacherlearningassistant​/​​)
TeacherNet	This web site contains all published version of the CBDS, along with useful supporting documents.
XML	XML is the EXtensible Markup Language. It improves the functionality of the Web by letting you identify your information in a more accurate, flexible, and adaptable way.  XML contains a Header followed by a repeating group of data.  It is more fully described in the context of the Alternative Provision Census in the Business Specification.  Government Interoperability Framework encourages the use of XML for data.
APPENDIX 3 - GUIDANCE ON GROUPS TO INCLUDE AS “ALTERNATIVE PROVISION” 
The following list shows the types of provision that should, and should not, be included as AP on the Census return. 

The underlying principle of the AP census is that it should cover pupils resident in your LA receiving education in an alternative provider (i.e. a provider not covered by the other collections: School Census, Early Years Census; and SLASC) for whom your LA is financially responsible for their education (either from the Schools Budget or the Schools Budget with contributions from the wider LA budget (e.g. other part of the Children’s Services budget), health authority or another LA) and where the alternative provider is situated either within or outside your LA area.

If there are any pupils accessing alternative provision who are not covered by this guidance but which meet the underlying principle of the AP collection you should contact the DCSF immediately to discuss whether you should enter them on your AP return.

DEFINITIONS OF PUPILS COUNTED AS ALTERNATIVE PROVISION

Type of pupil	Include?	Category
Pupil whose parents have elected to educate at home (EHE)(**).	No	Not applicable
Pupil receiving home tuition for whom the LA is financially responsible, including those requiring SEN support.	Yes	Not a School (NOT)
Pupil attending a designated hospital school.	No	Not applicable – included in School Census
Pupil receiving tuition whilst in hospital (***).	Yes	Hospital (HSP)
Pupil in LA-maintained general hospital school.	No	Not applicable – included in SLASC collection
Pupil of compulsory school age, not registered at a school, being educated at FE Colleges and for whom the LA is financially responsible, and asylum seekers of compulsory school age attending FE colleges or with voluntary sector providers	Yes	Not a School (NOT)
Statemented or non-statemented pupil at an independent school for whom your LA pays the fees (*).	Yes	Independent (IND)
Statemented or non-statemented pupil at an independent boarding school for whom your LA pays the educational element of the fees (*) whether or not the boarding costs are met elsewhere (*).	Yes	Independent (IND)
Pupil attending a special school not maintained by your own or another LA for whom your LA pays the fees.	Yes	Non-maintained special school (NMS)
Pupil not receiving education at during the census week e.g.:Looked After Child awaiting a placement at one of your LA maintained schools at the time of the census.Statemented pupil living in your LA in the process of being placed into a school but not present on census date.Permanently excluded pupil at time of census not allocated to another school, PRU or alternative provider.Child awaiting a placement in an AP setting.	No	Not applicable
Pupil not in your LA but part funded by your LA as a goodwill gesture. 	No	Not applicable
Pupil held in unit for their own safety, where the authority is paying for the education, although the unit is in another authority	Yes	Not a school (NOT)
Pupil held at a detention centre funded by the Home Office	No	Not applicable
Pupil not on a school roll elsewhere and held at a detention centre where the LA is fully financially responsible for the pupil 	Yes	Not a school (NOT)
Pupil for whom the authority is paying for education in any of the alternative providers covered above but taking place outside England (“exported pupils”)	Yes	Not a school (NOT)
Pupil accessing alternative provision in your LA area for whom another LA is fully financially responsible for their education (“imported pupils”)	No	Not applicable - Included in the home LAs return

* The reference to ‘fees’ is to those cases where an LA pays the fees for the educational element of a pupil’s schooling.  It does not apply to the payment of costs such as boarding.  A child placed in an independent boarding school, can be included as long as the local authority (either from the Schools Budget or from the Schools Budget with contributions from the Social Services Budget) covers the full cost of the education element i.e. the day fees element (usually the published day fee) less any bursaries awarded by the school specifically in respect of education provision. The child should still be included if the wider residential costs of boarding are met elsewhere, e.g. by charitable trusts, school bursaries, families and / or social services.
** LAs have statutory responsibility for elective home educated pupils, but that this does not constitute being fully financially responsible for the child.
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^1	  The Unique Pupil Number (UPN) is a number that identifies each pupil in England uniquely.  A UPN is allocated to each pupil according to a nationally specified formula on first entry to school (or perhaps in some cases earlier), and is intended to remain with the pupil throughout their school career regardless of any change in school or Local Authority (LA). 
